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Communications Administrator
Job Description

JOB TITLE:


Well Aware Communications Administrator
HOURS OF WORK:
TBC
SALARY:
NJC 18-22
PLACE OF WORK:

The Vassall Centre, Gill Avenue, Fishponds, Bristol BS16 2QQ 
RESPONSIBLE TO:
Marketing and Communications Team Manager
RESPONSIBLE FOR:
n/a
Aims of the Post:  
To deliver a client facing service for the Well Aware online database, advocacy triage and BAB First Contact project by;

· Signposting public, practitioner, stakeholder and volunteer enquiries to appropriate local support services, via email and telephone,
· Developing and maintaining the Well Aware database and website content and ensuring that information is proactively collected and kept up to date, 
· Marketing the Well Aware service, 
· Processing BAB First Contact checklists
· Triaging all new requests for TCF advocacy services.
Specific tasks:

1. Signposting 
a) Respond to requests for signposting from all enquirers in a polite and timely fashion.  
b) Establish enquirers’ needs, research the Well Aware database and other sources and provide a range of relevant options  
c) Provide information about options in an accessible format
d) Keep accurate and timely records of all interactions according to the Data Protection Act.
2. Develop and maintain the Well Aware database and website content
a) Research and update local, regional and national services, groups and events in the health, social care and well-being fields, including initiating and conducting research to add new information and contacting new services 
b) Review existing content and ensure entries are up to date and accurate
c) Support external organisations to submit and update their own entries
d) Research, write and maintain website content
e) Identify problems with the database and website and problem-solve if possible
f) Liaise with the website developers to resolve problems
g) Support The Care Forum staff and external staff both to provide information for Well Aware and to use it effectively
h) Ensure that information provided by the Well Aware website is in an accessible format
i) Support volunteers to understand the service, undertake meaningful tasks and develop their skills 


3. Marketing Well Aware
a) Develop and implement different social media materials to promote Well Aware 

b) Contribute to the development of events to promote Well Aware and attend external meetings and events
c) Liaise with relevant external organisations and professionals to embed Well Aware in local services

4. Advocacy referrals
a) Receive and log all new referrals for advocacy support 
b) Assess and identify which type of advocacy is required
c) Forward new advocacy referrals to appropriate advocates
d) Submit referral information to relevant databases
e) Signpost ineligible referrals to appropriate services

5. Processing and publicising BAB First Contact Checklists

a) Ensure that the details of other VCS agencies who can take referrals from First Contact are accurately recorded on the Well Aware website
b) Ensure First Contact partners (i.e. those completing the checklist) know where to send the forms and are using the most up to date version.

c) Publish an online version of the checklist accessible to all confirmed partners (i.e. those completing the checklist).
d) Recruit and train new partners (i.e. those completing the checklist).
e) Publicise information about BAB, including the range of BAB services and those provided by TCF (including creation of materials for the Greater Fishponds project). 

f) Receive and review completed checklists and ensure service users are appropriately signposted. 

g) Follow up those referred on through First Contact to monitor impact.

h) Work with volunteers to promote and improve First Contact.

i) Attend and participate in the First Contact partnership meetings with the Project Co-ordinator as required.

j) Record activities and outcomes according to the First Contact contract to enable effective reporting against the contract. 

6. Other tasks:
a) Assist with the collation of accurate data to provide project evaluation and monitoring reports
b) Work within TCF Confidentiality, Data Protection and Safeguarding Policies when working with client information
c) Support the raising of awareness of Well Aware across the statutory and voluntary and community sectors
7. General Tasks:

a) Act at all times as a positive and proactive ambassador for The Care Forum and all its services.

b) Work within and demonstrate a strong commitment to the aims and objectives, key values, anti-discriminatory and equal opportunities framework, and other policies of The Care Forum 

c) Work within the wider staff team of The Care Forum, attend staff meetings and participate in training opportunities appropriate to the post
d) To attend monthly line management supervision, training and team activities as specified by your line manager.
e) Be motivated and flexible and use your organisational skills to plan your own workload within the priorities and goals set by your manager

f) Be aware of priorities in own work and those of the wider organisation in order to be flexible to meet the overall needs of the organisation

g) This job description is an outline of the main duties of your post, and you may be asked to undertake other work consistent with your role. 
h) Travel as required in connection with this post.
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Communications Administrator
Person Specification
	
	
	Essential Criteria

(Desirable criteria in brackets)

	Experience


	1
	Providing information and signposting to a wide range of people over the telephone and by email

	
	2
	Researching information and identifying gaps

	
	3
	Working with website content, databases and content management systems, particularly to input data and retrieve relevant information quickly

	
	4
	Assisting with publicising a service, for instance awareness raising events

	
	5
	(Experience of paid or voluntary work in the health, social care or voluntary sector)

	
	6
	(Producing a social media presence for a service)

	
	7
	Providing accessible information to wide range of people, including professionals and/or people protected by the Equalities Act 2010

	Skills
	8
	Keeping accurate records, with an eye to detail, and maintaining confidentiality

	
	9
	Strong communication skills, including a polite and professional telephone manner and active listening skills, including with individuals with communication or cognition difficulties 

	
	10
	IT skills, including the Microsoft Office and new media tools and platforms. Especially including Microsoft Excel and bespoke systems. (MS Publisher – desirable)

	
	11
	Excellent organisational skills in order to prioritise, work under pressure and to deadlines

	
	12
	Work as part of a team and on own initiative

	
	13
	Ability to identify problems and suggest creative solutions

	
	14
	Ability to present information to partner organisations, and train them to utilise systems (for example Well Aware and First Contact)


	Knowledge
	15
	Understanding of the role of health and social care services for people who need them

	
	16
	Understanding of the barriers to accessing services experienced by people protected by the Equalities Act 2010

	
	17
	(Understanding advocacy services)

	Personal
	18
	Flexibility to meet the demands of the job including willingness to work occasional weekends and evenings as required

	
	19
	Ability and willingness to travel efficiently throughout the region

	
	20
	Prepared to undertake all necessary training for this post
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